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STATEMENT OF WORK
EXECUTIVE ASSISTANT 
Peace Corps/Senegal’s mission is to enable and support Volunteers to provide quality sustainable development assistance; to portray the American people in a positive light; and to promote understanding to better serve the communities where we work.  We aim to be a high-functioning, effective and efficient, and collaborative Post. 

[bookmark: _Hlk217291146]The position is based in Dakar, Senegal and reports directly to the Country Director (CD) and contributes to the smooth and efficient operation of Post by providing executive-level administrative support and assistance to the CD and other members of the senior management as directed by the CD. The incumbent serves as the primary point of contact for the CD.  

DUTIES AND RESPONSIBILITIES:
Support to the Executive Office
· Manages the CD’s schedule – serves as the primary point of contact for the CD; maintains CD and Post calendar; screens and responds as appropriate to phone calls, correspondence, and other inquiries.
· Ensures the timely dissemination of information to staff – assists the CD in scheduling periodic staff meetings and retreats; takes official minutes at all staff meetings, retreats, etc. and distribute these notes to appropriate staff members within 10 days following the meeting or retreat; issues official communications on behalf of the CD.
· Assists the CD in achieving Post’s goals and objectives – tracks priorities and deadlines for achieving goals and objectives; maintains schedules to ensure timely planning and evaluation; and participates in discussions related to planning and budget in staff meetings and retreats.
· Helps maximize Volunteer efforts - assists the CD in responding, in an appropriate and timely manner, to requests and issues presented by Volunteers; coordinates and disseminates post weekly newsletters to Volunteers. 
· Serves as the CD liaison with various constituencies, such as other voluntary agencies and RPCVs (former volunteers), answers inquiries; assists in the preparation of briefing materials, brochures, and other materials about Peace Corps/Senegal; records and maintains knowledge of Peace Corps/Senegal’s history, current programs, and events. 
· [bookmark: _Hlk210242484]Ensures the timely distribution of Peace Corps correspondence - develops and monitors procedures for effective and timely distribution of communications from Peace Corps Washington, newsletters, journals, correspondence, and other such communication. 
· Ensures that all travel arrangements are efficiently handled for the CD, short term experts (TDY), and others as the CD requests – plans and coordinates travel schedules; makes reservations for travel and lodging; assures that country clearances are obtained when necessary; and follows up with thank you letters following visits as appropriate.
· Ensures continuity of CD’s authority during their absence – prepares and distributes the CD’s delegation of authority as appropriate prior to the CD’s departure from Post. 
· Contributes to the overall efficiency and quality of operations – works as a supportive and cooperative member of the PC Senegal team as it works to fulfill the vision, goals, and objectives of the Post.


Post Management, Policies & Procedures, and Staff Support
· Acts as focal point for records management for the executive office.
· Drafts and maintains correspondence, reports, presentations, briefing materials, and other materials in the appropriate diplomatic format and language in English and/or French as needed for review and approval by the CD.
· Drafts press releases for CD clearance/approval; review and comment on draft speeches, ensuring positive projection of Peace Corps/Senegal image.
· Serves as the CD’s liaison with various constituencies, such as other voluntary agencies and RPCVs, welcoming guests and answering inquiries; assists in the preparation of briefing materials, brochures, and other materials about PC Senegal; and records and maintains knowledge of PC Senegal’s history, current programs and events.
· Ensures clear and appropriate communications/protocol with the Government of Senegal, other US Government agencies, the Peace Corps, and partners
· Leads the organization of Volunteer Swearing-in ceremonies.
· Acts as the focal point for TDY coordination, travel, onboarding, briefings, reporting, and compliance with post and RSO guidance. 
Volunteer communication
· Ensures the timely coordination and distribution of the weekly newsletter to all Volunteers with input from all units including Executive, Management & Operations, IT, Programming & Training, Safety & Security, and Peace Corps Medical Officers.
External communication and support, website and social media
· Uses multiple social media platforms to coordinate, draft and edit modern and engaging content to promote public awareness of Volunteer projects. 
· Leads effective outreach to national news media – identify projects, events and activities led by Peace Corps/Senegal volunteers that are of potential interest to the national broadcast, print and electronic media and actively promote them for dissemination. 

Occasional Money Holder: The PSC may be requested to courier cash and/or purchase orders to various vendors who furnish supplies and/or services to Pre Service Training or In-Service Training site, or other locations as directed by the Contracting Officer. The PSC may also be required to courier cash to Peace Corps trainees or volunteers. The PSC will not be functioning as a procurement or disbursing official but will only be acting as an intermediary between the Contracting or Disbursing Officer and the recipient. In the case of dealing with vendors, the PSC will not exercise any procurement discretion concerning the supplies or services to be purchased or the cost limits of these purchases; these will be determined by the Contracting Officer.
Safety and Security
· Maintains current knowledge of the Peace Corps Office evacuation Plan, the Peace Corps Emergency Action Plan and how to use fire extinguisher to ensure adequate level of safety and support for Peace Corps/Senegal Volunteers.
· Ensures complete confidentiality regarding all information related to Peace Corps staff, volunteers and Peace Corps/Senegal operations.
· Addresses Volunteer safety and security by adhering to Peace Corps site development policies and procedures.
· Identifies and immediately communicates Volunteer safety and security concerns and issues to the Safety and Security Manager (SSM) and the CD.
· Assists Program Managers to ensure that prospective sites meet established programmatic and safety/security criteria (e.g., safe housing, a clearly defined assignment with an organization that shows real interest in working with a Volunteer, etc.).
· Reviews and references site history files when evaluating potential sites and incorporates appropriate safety and security-related information into site history files.
· Monitors Volunteer compliance with Peace Corps policies, especially related to safety and security.
Knowledgeable and supportive of Peace Corps safety and security policies and procedures, including the timely reporting of suspicious incidents, persons or articles.  

[bookmark: _Hlk214265288]Other Flexibilities: 
If there is a time at post, due to a pandemic or for any other reason, when there are limited or no Peace Corps Trainees and/or Volunteers (jointly referred to as “Volunteers”) at Peace Corps/Senegal, the PSC may be temporarily assigned during that period, as determined by the Peace Corps Country Director, to carry out additional duties and responsibilities in furtherance of the goals of the Peace Corps in order to enhance the ability of Peace Corps Volunteers to perform functions under the Peace Corps Act, including facilitating a safe environment in order for the successful return or increase of Volunteers. 

This temporary assignment may require the PSC to provide services and/or support beyond what is listed in their current Statement of Work (SOW). The services and/or support may take many forms, examples of which may include but are not limited to training, providing administrative, technical, medical, and/or operational assistance, building on host country programs, etc. This temporary assignment also may require the PSC to provide these services and/or support to individuals/organizations other than those listed in their current SOW such as the host country government, partner organization(s), community member(s), staff, and/or contractors.

Other Duties
· Backstopping: Assist and stand-in for other Administrative Assistants (Programming & Training and HR) as required. 

Supervisory Responsibilities	
The incumbent has no supervisory responsibilities.
Qualifications, Knowledge, Skills Abilities: to perform satisfactorily and succeed in position.  These requirements are representative, but not all-inclusive, of the knowledge, skill, and ability required. 

Required:

[bookmark: _Hlk217291404][bookmark: _Hlk217300942][bookmark: _Hlk217301532]Education – Bachelor‘s degree (Bac +4) in fields related to business, administration, or management; or four years of equivalent work experience in lieu of degree. 
Work Experience 
· [bookmark: _Hlk217301050][bookmark: _Hlk217301355][bookmark: _Hlk217291500]Five years of experience in an administrative role that reports to executive management.
· [bookmark: _Hlk217301101]At least three years of experience working in an international organization. 
· [bookmark: _Hlk217301123]Previous experience working in a predominantly English language environment (writing and speaking)
[bookmark: _Hlk217291749]Knowledge & Skills 
· Excellent Interpersonal & Communication Skills
· Solid experience with MS Office package and internet
· [bookmark: _Hlk217301013]Fluent oral and written French and English
Attitude and Personal Attributes 
· Proactive and solutions-oriented
· Excellent organizational skills
· Solid knowledge of systems and processes
· Excellent Team player – ability to work within and across teams effectively
· Ability to learn and adapt very quickly
· Discretion and confidentiality
· Ability to multi-task and work in a fast-paced work environment


This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job. But, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, responsibilities or working conditions associated with the position.
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